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Chapter 11 Approving Official

CPCS provides automated approval and electronic notifications. The system generates a
message notifying Approving Officials that there are documents awaiting approval. This
message appears when the Approving Official logs onto CPCS. It is important to note that
approving a document requires verifying the applicable information and choosing an approval
option.

The following illustrates the menu options available for approving officials:

ShAIN VER-2.0.0.6)

[=F= CAMS Applications

J;g Personal Favorites List

= Commerce Purchase Card System (CPCS)
B nop-ouing orrl
—EEI BCED4 - Wiew Transactions
—El BCBOS - View Disputes
—Eﬂ BCE25 - Monitor Outstanding Disputes
—Eﬂ BCE628 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
HER] BCBOS - Proxy Reconciliation
—EEI WF003 - Messages
ezt Approving Official Reports o

LEEI BCAORPTS - Approving official Purchase Card Statement (BC702) LI

|»

11.1  Approve/Deny Transactions

Approving officials receive electronic notifications of documents awaiting their approval on the
Messages (WF-003) screen. Section?? includes additional information pertaining to messages.
Approving officials can approve or deny transactions that have been reconciled by the
cardholder or group administrator. Only those documents awaiting his/her approval may be
accessed by an Approving Official. The following is an example of the Documents Requiring
Approval (WF002) screen:

*%8 Docurnents Reguiring Approval (4F002 VER-1.175.0.11)

I DOCUMENHT 1 DATE

HOTES APYD TYPE HUMBER TRAHSHO  TOTAL (%) REQUESTED REQUESTED BY
SIEA(rcrro | 1ssass| q] | assass]  1.25265[01-nov-2004]w HoTCARIS
T = ||[pcarD 153468 | 2 153468 129.50 Ill1-H0'u‘-2l]ll4 H HQTCAR1S
- _~||pcarD 153468 | 3 153468 75.00 |ll1-N0'u'-2uu4 N HOTCAR1S
- _~||PcarD 153468 | 4 153468 1,050.00 |01-HOV-2004 |H HOTCAR15
- _=||pcarD 153468 | 6 153468 239.00 [17-HOV-2004 [H HOTCAR15
» = ||[pcarn 153468 | 7 153468 -59.75 [17-HOV-2004 |H HOTCAR1S
L = ||pcarn 153468 | 9 153468 25.00 |01-HOV-2004 |H HOTCAR15
- _~||PcarD 153468 | 10 153468 -100.00 |n1-N0'u'-2nu4 N HOTCAR1S
- _~||PcarD 153468 | 11 153468 103.60 |n1-H0'u'-2nll4 H HQTCAR1S
- _=||pcarD 153468 | 13 153468 42.95 |n1-H0'u'-2nll4 H HQTCAR1S
o = |
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This screen lists transactions individually by cardholder and provides drill down capabilities for
detailed information, including the description, ACCS, applicable notes or property data, vendor,
etc. Approving officials can approve/deny transactions directly on the Documents Requiring
Approval (WF002) screen or drill down for transaction details.

Approving officials must enter a Note in order to deny a transaction. Transactions that have
been denied appear on the Reconcile Transaction screen with the status changed to not
reconciled. The note entered by the approving official provides an explanation to the cardholder
or group administrator as to why the transaction was not approved and any corrective action
required.

Within this screen, approving officials perform the following steps to approve a transaction:

Step Action

1 Log into CPCS.
Note: Please refer to Section 3.1.2 for details pertaining to the login process.

2 Select the WF002 — Approve/Deny Transactions menu option.

3 Click on the transaction to be approved.

"E_E Documents Requiring Approval (WF002 VER-1.175.0.11)

———————— DOCUMENT ——————————————— DATE

HOTES APYD  TYPE HUMBER TRAHSHO  TOTAL(3}  peouEsTED REQUESTED BY
SIS oo | o] 1| | teses| nasessloinovomdlw worcars |
» ~|[pcarn 153968 2| | 153968 129.50 [01-HOV-2004 IN HOTCAR15
» _~|[pcarn 153468 3 153468 75.00 [01-HOV-2004 [N HOTCAR1S
- ~|lpcarn 153468 | 4 153468 1,050.00 [01-HOV-2004 N HOTCAR1S
» ~|[pcarn 153468 & 153468 239.00 [17-HOV-2004 [N HOTCAR1S
» _~||Pcarn 153468 7 153468 -59.75 [17-HOV-2004 [N HOTCAR15
» _~||pcarn 153468 9 153468 25.00 [01-HOV-2004 [N HOTCAR1S
- _~||pcarn 153468 | 10 153468 -100.00 [01-HOV-2004 [H HOTCAR15
C ~llpcarp | 153468 [ 11 153965 103.60 [01-HOV-2004 N HOTCAR1S
» _~|[pcarn 153468 | 13 153468 42.95 [01-HOV-2004 [N HOTCAR1S
c |

4 Double-click on the Transaction Number to drill down to view detailed information, or
continue WI'[h Step 6.

‘ER-1.171.0.9)

ACCS Details Card: [10515 Type: [PURCHASE CARD  hame: [HWS HOTCAR1S

Purchase Date enclor Status  amoyrt
153468-1 2413?550081253081?493?3 |15 OCT-2004 IBEST BUY IR I $1,252.55

Total

B

| LM[FY Accourting Clazsification Cocde
14 BEM1.J80-P00 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-00-00 000000

(E=eia ) CREDIT CARD PURCHASE ACCS Total $1,262.56
ACCS choices | Property I SiEw [NERUES | Mote

Note: Additional details can be viewed by clicking on the Note, Property, or ACCS choices
buttons on the bottom of this screen.
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Step Action

5 After viewing transaction details, click on the <EXIT> icon Bl t0 return to the WF002 -
Approve/Deny Transactions screen.

6 Click on the Notes radio button to review and/or enter notes applicable to the transaction.

Note: Approving officials are required to enter a Note to deny a transaction; denied
transactions appear on the Reconcile Transaction screen and cardholders can view the note
in order to take necessary corrective action.

7 Click on the down arrow _*! in the APVD column.

8 Select Yes to approve the transaction
OR
No to deny the transaction.

9 | Click the Save icon &

10 | Click on the <EXIT> icon Bl to return to the menu.

11.2 View/Track Cardholder Data

Cardholders, group administrators, and approving officials have the ability to view and track
cardholder transactions, including disputes. CPCS utilizes various screens for this functionality.
Please refer to the following sections of this manual for additional information:

7.1 View Cardholder Transactions
7.2 Track Cardholder Transactions
7.1  View Disputes

11.3  Approving Official Purchase Card Statement Report

Approving Officials can produce a Purchase Card Statement for one or more cardholders
assigned to them. Similar reports can also be generated by cardholders, group administrators, or
initiators. The following screen is used to generate this report:

r|a| =

APPROVING OFFICIAL BEANKCARD STATEMENT
Bagin Purchase Date: [o1.0CT 2004
End Purchase Date: |13-0C7-2004
Recon Status: Al -
Card Holder Name: [Iifeaaone

Hun Repor | Cancel |
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11.3.1 Generate Bankcard Statement

Approving Officials perform the following steps to generate a bankcard statement:

Step Action

1 Select the BC-702 — Approving Official Bankcard Statement menu option

G| [ 28] [+ [+ [ | o]
APPROVING OFFICIAL BEANKCARD STATEMENT
Bagin Purchase Date: [o1.0CT 2004
End Purchase Date: [15.0C72004

Recon Status: an =
Card Holder Name: IO

x

Run Repor | cancel |

Enter the Begin Purchase Date and the End Purchase Date

Select the desired Recon or accept the default value (ALL)

Select the Cardholder

Click the button

6 The statement can be viewed using Adobe Acrobat Reader

(S 2 B B~ I G I B S

Note: An example of the statement is included in Section 8.2

7 To print the statement within Adobe Acrobat, select File — Print from the drop-down

menu or Click on the Print icon =

8 Exit Adobe Acrobat and return to the Bankcard Statement screen.

9 Click on the Exit icon E to return to the menu.
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11.3.2 Statement Example

The following is an example of the report:

BC702
Department of Commerce
Approving Official
Purchase Card Statement
Approving Official Beqin Purchase End Purchase Grand Total Date page
Date ate Transactions Prepared 1 of 1
HQTAPPO3, NWS-NESDIS 01-0CT-2004 15-0CT-2004 $8,182.4 18-NOV-2004
Cardholder
HQTCAR1S, NWS
Total Purchases For card# 40515
$8,182.45
Date Amount Date Date Recon N .
Vetdor Purchased Receivad Posted Shatun OrgiRrolioninct Clus Trans No.
STAPLES 03-0CT-2004 41.91 05-0CT-2004 s 20-06-0001-00-00-00-00/B8M1I80-F00/26-19-00-00 153438-1-1
ARRONS OFFICE BRODUCTS 01-0CT-2004 239.00 05-OCT-2004 24-0CT-2004 R 20-06-0001-00-00-00-00/BaM1IB0-E00/26-19-00-00 153468-6-1
Note: 4 FILE CABINETS, 5-DRAWER LETTER
Note: Disputed transaction
Note: initial disputed trans
BARONS OFFICE PRODUCTS 01-0CT-2004 -59.75 01-OCT-2004 24-OCT-2004 R 20-06-0001-00-00-00-00/B8M1J80-P00/26-19-00-00 153468-7-1

Note: CREDIT FROM $23% CHARGE
Note: Match credit to disputed transaction
Note: Reconcile if this is the last credit needed.

Note: disputed trans

OFFICE DEPOT 01-0CT-2004 503.74 24-0CT-2004 N 20-06-0001-00-00-00-00/B8M1JB0-PBI/26-18-00-00 153468-8-1
Note: OFFICE SUPPLIES

BUYCOMP.COM 05-0CT-2004 5,155.00 24-0CT-2004 N 20-06-0001-00-00-00-00/B8MLIB0-P00/26-19-00-00 153468-5-1
Mote: DIGITAL CAMERA
Note: DIGITAL CAMERA SUPPLIES
Note: DIGITAL CAMERA

coMP USA 11-0CT-2004 1,050.00 24-00T-2004 R 20-06-0001-00-00-00-00/B8M1I80-F00/26-19-00-00 153468-4-1
Note: OVERHEAD PROJECTORS WITH CASES AND SUPPLIES
Note: WILL BE DISPUTED -- AMOUNT SHOULD BE $550.00

BEST BUY 15-0CT-2004 1,252.55 18-0CT-2004 24-0CT-2004 R 20-06-0001-00-00-00-00/B8M1I80-P00/26-19-00-00 153468-1-1

Note: 2 SONY CAMCORDERS WITH VIDEO CASSETTES

11.4 Proxy Reconciliation

Approving officials perform the following steps to perform proxy reconciliations:

Step Action

1 Log into CPCS.
Note: Please refer to Section 3.1.2 for details pertaining to the login process.

2 Select the BC605 — Proxy Reconciliation menu option.
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Step Action

3 Select the cardholder for the proxy reconciliation and — EeZEr=ehEHg:ETa
click the button Fing|HOTCART %

Cardholder Name | Emp an AQ CARD ID|

OR HATCARTT, NESDIS 16234 163312

HAQTCAR1T2, NESDIS 16235 153312

- 1 HATCARTS, WS 16236 153312
Double-click on the Cardholder Name i ez S

HOTCARTS, M5

Find Qancell

4 Click on the button to acknowledge the
warning message

WARNING WARNING WARNING WARNING WATINING

| CERTIFY THAT | HAVE PLRCHASED THE SUPPLIES OR SERVICES IN ACCORBANCE

'WITH THE DOC PUSRCHASE CARD PROCEDURES. FOR OFFICIAL GOVERNMENT BUSINESS
ONLY, | CERTIFY THAT, TO THE BEST OF MY KROWLLDGE AND BELIEF, ALL OF MY
STATEWENTS ARE TRUE, CORRECT, COMPLETE, AND MALE IN GOOD FAITH, AND SUBJECT
TO THTLE 10 U5, CODE, SECTION 1001, FOR GROUP ADMBISTRATORS THEY ARE CERTIFYNG
THAT THEY HAVE RECENVE noce THE CARRIHOLOER
THAT THE PURCHASES WERE IN THE BEST INTEREST OF THE GOVERNMENT.

WARNING WARNING WARMING WA WARNING

|

5 Click on the transaction to be reconciled.

0y
Reconcile Transactions
Card: 40515 1 of 1 card TYDE IPLIRCHASECARI] MName: INWSHQTCARM

Trans  Pyrchase SiC Date Matched
MNote Mo Date “endor Amuount Code_Prop Received 0Ok? Dispute ha
I™ [153a38-1 [03-0cT-2004  [sTAPLES | $a1.91 [s9a3 | s [jo-0 2
B s sJoc ocroms Jmvcomrcom | soasean [roe e |
I~ [153468-6 [11-0CT-2004  |AAROHS OFFICEPRODUCTS | $239.00 [s310 [ | n |joo
I" [153368-7 [01-0CT-2004  [AAROHS OFFICE PRODUCTS $659.76 |a1a [ n |jo-o
I” [153a68-6 [01-0CT-2004  [OFFICE DEPOT $503.74 5251 [ - |(jo-o
™ [153368-1:[o0-0cT-2004  [STAPLES #1500 [ozgs [ n |(jo-o
I" [1533681:[20-0CT-2004 A1 cABLES - CORRECTICUT $1,195.00 [sss8 [ n |joco
I” [153468-1:[21-0CT-2004  [A1 cABLES - MARYLAND $2,390.00 [s909 [ n - |(jo-o =
Reference Mo lm

Order Log | Mote | Wnirnateh Dispute ey Dispite ACCS Propert

By reconciing any purchase | am verifying that the purchase price was, to the best of my knowledae, fair and reasonable
Furthermare, | have received the proper prior approval for this purchase.

6 | Click onthe button on the lower left portion of the screen and match the
transaction to the applicable order log entry.

Note: Please refer to steps 5-10 in Section 6.1 for additional details pertaining to the
matching process.

7 Click on the | ACCS |button to verify the ACCS data and make any necessary changes.

Note: The transaction is automatically charged to the default ACCS, unless another ACCS
was specified on the order log and matched to the transaction or changes are entered at this
point in the process. Users have 2 options available for modifying the ACCS. Please refer to
Section 6.1.1.1 for additional details to utilize the | ACCS Choices | button or Section 6.1.1.2
to modify the ACCS directly from the Accounting Classification Code field.
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Step Action

8 | Click on the button from the Reconcile Transaction or ACCS Details screen to
enter accountable property information, if applicable. This action is only required for
transactions with a property object class (31-##).

Note: Please refer to Section 6.1.2 for additional details pertaining to Accountable Property.
All transactions charged to an ACCS with an Object Class code beginning with 31 must
include Accountable Property data.

9 Click on the DATE RECEIVED field for the transaction and enter the date the items were
received, if the receipt date was not available from the order log entry.

Note: If a date is not entered in this field prior to changing the status to a reconciled item, the
system will generate the following message:

Received Date is invalid.
° The date received must be specified.

| Ok I Use Purchase Date | Use Today

Select one of the following option in response to the message shown above:
>  Click on the button and enter the applicable receipt date

>  Click on the| Use Purchase Date | button to use the transaction purchase date
»  Click onthe button to use the current date

10 » Click on the N in the OK? Field to open the Status Codes pop-

up.  CO—

» Double-click on Reconciled or 5*:;”“'”‘ j
Select Reconciled and click on the button.

J _4

Note: Please refer to Section 6.2 for details pertaining to disputing a
transaction.

11 Click the Save icon @l to complete the reconciliation process. Once a transaction has been
reconciled, it is automatically forwarded to the Approving Official and does not appear on the
Reconcile Transaction screen.

Note: If an Approving Official disapproves a transaction, the status reverts to Not Reconciled
and will show up on the Reconcile Transaction screen with the additional note required by the
Approving Official upon disapproval of a transaction.

11.5 Message Retrieval (WF003)

The workflow module of CFS includes a mailbox within CFS called the Message Retrieval
Screen (WF003). Messages are automatically generated based on functionality within specific
applications or processes. Messages also displays the data, time, and status of system processes
and reports initiated by the user and indicates whether processes are still running, have
completed, or had errors. Users are notified of messages upon completion of the logon process.

November 2004 11-7



CPCS Approving Official

The following illustrates the dialog pop-up, which includes the number of messages:

OCUMENTS AMD B3

@ Jackie .. You have

19 Messages waiting.

The Message Retrieval Screen (WF003) screen displays messages to users when documents are
awaiting their approval or require other. The following illustrates the Message Retrieval Screen
(WF003):

Screen GMFOD3 VER-1175.0.11)

MESSAGE FROM TITLE PHONE DATE
|CAMS - PURCHASE CARD  |[OPERATING SYSTEM | [22-JnH02 0

TEXT IPURCHMSE CARD TRAHSACTIONS HAVE BEEN RECEIVED FOR YOU TO RECOHCILE. PLEASE |

|CAMS - PURCHASE CARD  |SYSTEM | f27-Jnn-04 0
TEXT | YOU HAVE UNRECONCILED PURCHASE CARD TRANSACTIONS.IF YOU DO HOT RECONCILE Y1

4y >4 9/ "OU HAVE UNRECONCILED PURCHASE CARD TRAHSACTIONS.IF YOU DO HOT RECOHCILE ¥

TEXT |

TEXT |

TEXT |

TEXT |

TEXT | =

The complete text may be displayed for a specific message by double-clicking in the text block
to open the Editor pop-up, illustrated below:

’i;_E Message Retriewal Screen OWFO03 VER-1.175.0.11)

MESSAGE FROM TITLE PHOHE DATE
J J I J I
1) 348 PURCHASE CARD TRANSACTIONS HAVE BEEN RECEIVED FOR YOU TO RECONCILE. PLEASE

Editor [ %]
Purchase Card transactions have been received for you to reconcile. Please enter the =l
Commerce Purchase Card System and make the following selections: Cardholder,

Reconcile Transactions.

Led

QK I Qancell Search
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Users will also receive a pop-up notification upon accessing Message Retrieval Screen (WF003)
if messages do not exist. The following is an example of this notification:

NO MESSAGES [ x|

-
\1> YYou do not have any messages.

115.1 Deleting Messages

Messages can be deleted from the Message Retrieval Screen (WF003) and users are encouraged
to delete older messages on a regular basis. After deleting messages, it is very important to save
prior to exiting the WF003 screen. Users perform the following steps to delete messages:

Step Action
1 Select the message to be deleted by clicking on it; this action deleted the message from the
WFQ03 screen
2 Press the <Delete Record> icon ¥

3 Repeat previous step for any other messages to be deleted

4 Press the <Save> icon | H|

Note: Messages are not deleted from the system until the deletions have been saved, prior to
exiting the screen.
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